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APPLI‘CATlON FOR RECORDS DISPOSITION STANDARD 7 : N .
“ LS -f ! i
INSTRUCTIONS: Prepare in duplncate and forward to the Records Management Analyst, Management Systems DIVISIOI‘I
2. Dept ., Division, Sulxlivision & Administering Office Address " FOR RECORDS MANAGEMENT DIVISION USE
: + Date Received Application No. Date Completed
Department of Transit Operations JAUG - g 977 17-12 SO AU6 15 1977
Transportation Engineering and Evaluatlon _ —
401 West Peachtree, N.W. 23rd Floor 1. Application 2. Dept. Application No.
Atlanta, Georgia 30308
4. Person to Contact ' 5. Working Title 77 T 6. Telephone Number
Edward Harden Chief of Evaluation | 586-5329
7 Action Requested - =
a. X Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; n8 further accumulation anticipated. o _
¢. [ Amend Application No. Check One: [ Change; O Supercede; [J Void
8. Dates of Series 9. Records Series Title (follo_wed by title used in office; if different}
Earliest ) Latest : |
1971 lPresent - Transportation Service Request File
10. Division and Office Function What is the function of the Division and the Office in which this record series is created? _
~ This Division researches, schedules and coordinates with the Trans- }
portation Division for all bus and rail services, both scheduled and Special
Services, such as Charter, Sight-Seeing, Contract, E&H, Tripper, etc. This
Division monitors the utilization of the services, reschedules for appro-
priate Usage levels, and reports all resulting operational statistics.
This Division has major responsibility for actualization of the Short-
Range Transit Improvement Program, both capital and service elements. Also,
TE&E represents DTO on most subject areas that regquire input from various
responsibility areas, (for example, TMIS, Fare Collection, Rail Start-Up,
etc.) and performs all research dealing with operational subjects.
11. Record Serié_sEéscription o This file contains the following documents {include form numbe}s_a;g;:;;;s‘;f any} B
Attach samples of the file.
Documents relating to: - : \ ]
Requests for bus/rail transportation- services
Included are: .
Letters of request from individuals, groups and businesses; and
MARTA's responses.
Fite is arranged: .
By bus route affected, and alphabetically by last name of
requestor
12. Monthly Fiefereﬁce Rate " How often are records referred to whlch are: ]
One to six months old g#q_u_m ; Seven to twelve months old —_— ; Thirteen to twenty-four months oid 1 :
twenty-five months and older _ Q___f__ ? . L ‘
13. Annual Rate of Accumulation of Records - o ) v o |
Lettersize drawers __.l___; Legal-size drawers e ;Shelves ________ _; Other {specify} . _
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YES | NO | 14. Questionnaire {Place an X" if the proper column) : . . ‘." ‘
8 a. ls this the official copy of the series? o - ?
X If not, where |s i? ! -
l_q%i’ h Does the series contam confidential mforn‘tatmr‘l r-ea;;v;r‘mg secumy handling? f yes, cite law or regu;alnon.
X . 1 . o )
X ¢. 1s this a vital record? ‘ T a - B B
X . Does this seies h;{v.n ]\iSl(-;;‘;;f:ll at long term tesearch \75I'||ﬁ7 T o o T T T
N/JL\ 0 When one o wo do et s e Ble make o aecessory b keeps the enfoe Dle Tor o bomg genod, coukd these docuements be
scheduled separately? '
X B f. 1s the information contained in this series ever publashed? 1f f yes, attach copy. D )
x g. Isthe mformauon-ctorﬁl:gd in this series ever analyzed andlor recorded in a summanzed report? T
it yes, attach copy. - COPY ATTACHED ,
X | f:.(fS there a duplication of this series in vou:af_f*i&a' or in another office or agency? T
If yes, where?
_—ﬁ xu% i. s this series for a majc;—p?a;h?id regularly rﬁicrofilmg_cf T T o
X i. Does the record saries result _m a c0{npyter pnmout7 s
15 Retention Requnrements The followkng requires the serles to be kept:
a. State Law - Years, d. Audit period 1 B years,
b. Statute of limitation o yeas. e. Administrative nead —_ years.
¢. Federal law e Y&ars, f. Federal retention instructions —_— e Years.
Attach copy or excert of laws or regulations. Explain admif_}i_strative need. ‘
By request of the Division Director
16. Approved Disposition Instructions This age_r;v rec;ﬂ;nds that the Me senes be cut off at the en;oi earh—_’ i

71 catendar Year: [ Fiscal Year: %{] Otheﬁﬁ_rVice request ha.s Jaeen then,
resolved, then

{-. Hold in the current filesarea ____ . __ monthls)

- Qear{s); then
O Transfer to local holding area; hold vear.(sl; then
L « Transfer to &te+e Records Center: hoid e _ year(s]; then
[ Destroy. : )

O Transfer to State Archives tor permanem retention.

XX Other (specify) When service request has been resotved, place in inactive file; cut off
inactive file at end of each talendar year; hold in current files area
I year; then transfer to Records Center; hold 24 years; then destroy.

These instructions apply to alt prior and future accumulations of the series.

{Indicate Lriefly rationale for recommendations above/ar write additional remarks}:

17 APPROVALS .

Approved  Dapartment Records E;nago nt Officer Legal Counsel _.
/ _ et ey

Approyed

’ Approvsd Divigan of Audit

prov Dep trment of Archives and tory Date
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